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Bureau of Developmental Disabilities Services
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Division of Disability and Rehabilitative Services

EBT

Electronic Benefit Transfer
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Housing and Urban Development

ISP

Individualized Support Plan

RLA

Residential Living Allowance

SSDI

Social Security Disability Insurance

SSI

Supplemental Security Income
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1. DDRS Claims Tool

The DDRS Claims Tool is an Internet-based application that you can use to create and manage
claims against budgets that have been created for consumers. By using the Claims tool, you can
more easily track and organize the service costs for consumers.

1.1 Product Support

If you encounter a problem with this product, or if you have a question or recommendation
regarding this user guide, log a HelpBox request. A team member from the FSSA
Technology Services Team (FTST) will contact you to address the issue.

1.2 Installing and Testing the Latest Version of Adobe Reader

You can access the most updated copy of this user guide and other documentation from the
DDRS website. To view the documents, you must install the Adobe Reader on your
computer. Use the following procedure to install and test the latest version of Adobe Reader
on your computer (the procedure assumes that you have not installed the Adobe DLM
ActiveX control).

1. Select the following link or enter the URL into the Address field of your browser:
http://www.adobe.com/products/acrobat/readstep2.html

The Adobe Reader web page appears, as shown in the following illustration:

Download the latest version of Adobe Reader

Adobe Reader 9 33.5 MB
{includes Acrobat.com on Adobe AIR)
Windows XP SP2 - SP3, English

Different language or operating systermn?

Learn more | System Reguirements | License | Distribute Adobe Reader

Download Total : 33.5 MB

By clicking the Download button you agree to
the License Agreements and Privacy FPolicies for
the software included.

2. Select the gold Download button. The system displays the following screen and a
gold bar appears at the top of your browser window:
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Home ¢ ot |

Adobe Reade

Download Notes MORE IHFO
fou may need to click the gold bar at the top of the browser window to allow the Adohe Reader home
install. Adobe Reader for mohbile devices

Adohe Reader support center
T Adube- keaster downbad thana you - Mimosett Internet Explover Distribute Adobe Reader
Acoress| @) Btpdiwave. sdcbe. conl B
@ T2 bl protect your s, e Exlorer oked th s site fom doarleadng fi b wr somecter ook ber brogticrs. X %

FTHEINFO BAK APPEARS ABOVE THIS PAGE CLKCK THE BAR TO INSTALL

Thank you. Your download will start automatically.
If it does not start, click here to download.

If & dialog box appears with the option to run or save, click run.

Select Click here to install from the gold bar at the top of the browser window, and
then select Install ActiveX Control from the shortcut menu that appears.

Select Install in the Internet Explorer - Security Warning window that appears.
Wait several seconds as one or more Adobe progress windows appear, indicating the
progress of the installation. When the installation is complete, the getPlus: Info
window appears and indicates that the installation is complete.

Select OK in the getPlus: Info window.

Test the Adobe Reader installation by selecting a PDF file from either the network or
a SharePoint site.

Tip
Select the following link to display a SharePoint page that contains multiple PDF files
that you can use:

https://myshare.in.gov/FSSA/ddrs/WebBased%20Tools/Forms/Allltems.aspx

Ensure that the Read Only radio button is selected in the Microsoft Internet
Explorer window that appears and then select OK.
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The following illustration shows an example of the Microsoft Internet Explorer
window:

Microsoft Internet Explorer x|

? § You are about to open;
= Mame: ..ce Tool Uzer Guide. pdf

From:  myzharein.goy

How would pou like to open this file?
% Bead Only
" Edit

ak |

Some filez can harm your computer, [F thiz information looks
suzpicious, of pou do nat fully trust the zource, do not open the file.

Because this is the first PDF you have opened after installing the Adobe Reader, the
Adobe Reader — License Agreement window appears, as shown in the following
illustration:

Adobe Reader - License Agreement

Press the Accept button to agree ta the License Agreement and continue,

ADOBE 5YSTEMS INCORP ORATED
‘Warranty Disclaimer and Sofiware License Agreement.

THIZ DOCULENT INCLUDES WARRANTY INFORMATION (PART I) AND A LICENSE AGREEMENT GOVERNING
THE U3E OF ADOEE 30FTWARE (FART I)

PART L. WARRANTY DISCLAIMER.

THE B0FTWARE AND OTHER INFORMATION IS DELIVERED TO VOTT “AS I3” AND WITH ALL FAULTS. ADCEE
ANDITS SUPPLIERS AND CERTIFICATE AUTHORITIES DO NOT AND CANNOT WARRANT THE PERFORMANCE
ORRESTULTS YOU MAY OBTAIN BY USING THE 30FTWARE, CERTIFICATE AUTHORITY SERVICES OR OTHER
THIRD PARTY OFFERINGS. EXCEFT TO THE EXTENT ANY WARRANTY, CONDITION, REFRESENTATION OR
TERM CANNOT OR MAY NOT BE EXCLUDED OR LIMITED BY LAW APPLICABLE TO YOI IN YOUR
JIRIZDICTION, ADOEE AND ITS 3UPPLIERE AND CERTIFICATE AUTHORITIES MAKE NO WARRANTIES
CONDITIONS, REFRESENTATIONS, OF TERME (EXPRESS OR IMPLIED WHETHER BY STATUTE, COMMON LAW,
CUBTOM, USAGE OR OTHERWIZE) A3 TO ANV MATTER INCLUDING WITHOUT LIMITATION
HONINFRINGEMENT OF THIRD PARTY RIGHTS, MERCHANTABILITY, INTEGRATION, SATISFACTORY QUALITY,
ORFITHNE: FOR ANY PARTICULAR PURPCORE.

PART II. SOFTWARE LICENSE AGREEMENT.

BY USING, COPYING OR DISTRIBUTING ALL OR ANY PORTION OF THE ADOBE S0OFTWARE, YOU ACCEPT ALL

THE TEREMS AND CONDITIONS OF THIS AGREEMENT, INCLUDING, IN PARTICULAR, THE PROVIZIONS ON: USE
CONTAINED IN 3ECTION 2; TRANEFERABILITY IN SECTION 4, CONNECTIVITY AND PRIVACY IN BECTION 6;
WARRANTY IN BECTION 9 AND LIABILITY IM SECTIONS 10 AND 16. UPON ACCEPTANCE, THIS AGREEMENT I3
ENFORCEABLE AGAINST ¥OU AND ANY ENTITY THAT OBTAINED THE 3OFTWARE AND ON WHOSE BEHALF

IT IZ UZED. IF VO DO NOT AGREE, DO NOT USE THE B0FTWARE. LI

Print Save Accept Decline

9. Select Accept to display the PDF file for the document you selected.

The Adobe Reader — License Agreement window appears only once. After you
perform the remaining steps in this procedure, the license agreement will not appear
again when you select a PDF file.
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2. Website Access and Login Information
You can use the following link to access the DDRS Web-Based Tools page:

https://ddrsprovider.fssa.in.qgov/

The DDRS Web-Based Tools page appears. The Web-Based Tools page contains a fixed menu
list on the left side. The linked menu items in the menu list change according to the menu that

you select.

The following illustration shows the DDRS Web-Based Tools page:

5 & S0,
- <,

STATE OF INDIANA

y
EPIAN
S s

&

" &
Ty

Division of Disability and Rehabilitative Services

BODS Links DDRS Web-Based Tools

Provider Info

Welcome

Login

This website is provided through the State of Indiana, Family and Social Services Administration, Division of Disability and
Rehabilitative Services, Bureau of Developmental Disahilities Services (BDDS). The use of this wehsite is limited to providers who
are currently enrolled with BDDS. The purpose of this website is for enrolled providers to submit budgets for the consumers to
whom they provide services, These budgets are to be for State line item funds,

If you are a provider who is not currently enrolled with BDDS, you need to contact BDDS directly through the BODDS Helpline at
BDDSHelp@fssa.state.in.us.,

If none of the above applies to you, this website was probably reached in error and vou should exit this website now.

Setup instructions for IE7

Select Login from the menu list to access the system. If this is the first time that you have logged
in to the site, the following message might appear:

WARNING! A budget will not be able to be previewed until the following is completed.

In order for this website to function properly, you must add this website as a 'Trusted Site' in your Internet Explorer browser, Please complete the following steps:

1. Click on 'Tools' in the main menu bar
2. Click on 'Internet Options..." in the pull-down list

3. Click on the 'Security’ tab of the 'Internet Options' window

4, Click on the 'Trusted Sites' icon

5. Click on the 'Sites..." button

6. Make sure the box for 'Require server verification (https:) for all sites in this zone' is MOT checked

7. 1Inthe 'Add this Web site to the zone:' textboy, type 'ddrsprovider.fssa.in.gov'

8. Click the 'Add' button; The website name will now appear in the "Web sites:' box

9. Click the "OK' button on each of the two windows that are open
10. Click on the refresh icon in Internet Explorer or press the 'F5' key on your keyboard to refresh the web page
11, Click on the 'Return Home' link below these instructions; This will take you to the website Home page where you will need to click the 'Login’ link again to go to the Login page

For further information, you can go to the following Microsoft website:
hittp: S microsoft.com/windows fiefie6/using/howto/security/settings mspx

Return Home

Follow the instructions to properly set your computer to be able to view and use the website.
When you complete the instructions, the Log In window appears.

Latest Revision:
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The following illustration shows an example of the Log In window:

User Mame: I—
Password: I—
If you do not remember you username andfor password, please
contact your provider representative. The Bureau of

Developmental Disabilities Services does not retain individual
usernames or passwords for this budget toal.

Motice

We are gathering user [P addresses to help in the prosecution
of unauthorized use of this website, If you are not an authorized
user of this website you should exit now,

Complete the information in the Log In window and select Log In. The Instructions page
appears.

2.1 Instructions Page

The following illustration shows an example of the Instructions page:

State of Indiana

Division of Disability and Rehabilitative Services

£/
0, &
YN rRsS

Provider: BONA VISTA PROGRAMS, INC.

DDRS Web-Based Tools

BDDS Links Instructions
Provider Info

Menu To avoid the need to use scroll bars in this application, set your computer monitor screen
Budget resolution to 1024 x 768 pixels or higher. Use the following steps to change the screen
Claims resolution on your computer:
RH50 Waiver

Logout

Home

1. Right-click on your desktop and select Properties from the shortcut menu. The
Display Properties window appears.

2. Select the Settings tab.

3. Drag the slider in the Screen resolution section right or left to increase or decrease
the screen resolution.

4. Select Apply.

5. Select OK.

Refer to the DDRS Web-Based Tools User Guide for information and instructions about
how to complete, submit, and renew a budget. You can locate this guide by following
these steps:

1. Open the DDRS homepage here.

2. Select Web-Based Tools under Documents in the Quick Launch bar on the left side of
the home page.

3. Select DDRS Web-Based Tools User Guide from the Web-Based Tools page.

Latest Revision:
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Important

It is recommended that you read the Instructions page at least once to become familiar with
its contents. Failure to familiarize yourself with this information could cause loss of budget
information, automatic session timeout, or display issues.

3. DDRS Claims Tool

Select Claims from the menu list on the left side of the Instructions page after you have read the
instructions and are ready to complete a budget. The Claims Tool screen appears.

3.1 Claims Tool Screen

The Claims Tool screen displays the Claims in Progress section by default, and provides
links to the Submitted Claims and Create Claim sections.

The following illustration shows an example of the initial Claims Tool screen:

AL & Sty
- b i
State of Indiana = £
Division of Disability and Rehabilitative Services ) A
K=y
CLAIMS TOOL
Provider: IN-FACT, INC

Home Claims in Progress Submitted Claims
Instructions Claims in Progress
BDDS Links

Provider Info Create Claim

Interactive Budget Tool
Menu Claim: | Service Month » | | Service Year - | [Billing Month - | [Billing ear |  Search | ‘

Budget

Claims X Claim Service Month Billing Month

RHSO Waiver adina Test 1 04/2007 01/2008  Edit  Delete  Preview
Logout November 2007 FS5A 11/2007 11/2007 Edit Delete Preview
test03 Oct (Gasper-BM) 2007 FSSA 10/2007 11/2007 Edit Delete Preview

test03 05/2007 12/2007 Edit Delste Preview
Testing Refund Claim at Billing Code level 07/2007 12/2007 Edit Delete Preview

3.1.1 Claims in Progress

The Claims in Progress section displays claims that have not yet been submitted. You
can search for one or more claims by using the search fields in the box above the
Claims in Progress table. You can sort the information in the Claim, Service Month,

Latest Revision:
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and Billing Month columns on the table by selecting a column name. You can also
select one of the following links:

Edit To edit an existing claim
Delete To delete a claim
Preview To view a PDF preview of the claim prior to its submission

3.1.2 Submitted Claims

The Submitted Claims section displays claims that are complete and have been
submitted. The following illustration shows an example of the Submitted Claims
section:

Claims in Progress Submitted Claims
Submitted Claims
Claim: | | service Month | | Service Year + | |Billing Month « | [ Billing Year » | [ Al Status ~ |
Claim Service Month Billing Month Status
adina testing Electronic Monitoring 01/2008 01/2008  Submitted Print Review
Kent Test - Elec Monitoring 01/2008 01/2008 Submitted Print Review
Mov 06 Claims 11/2006 12/2006 Confirmed Print Review
October 2007 FSSA 10/2007 11/2007 Confirmed Print Review
Residential living allowance and management 12/2006 01/2007 Confirmed Print Review
servic
Residential living allowance and management 01/2007 02/2007 Confirmed Print Review
servic
Residential living allowance and management 02/2007 03/2007 Confirmed Print Review
servic
Residential living allowance and management 03/2007 0442007 Confirmed Print Review
servic
Residential living allowance and management 04/2007 05/2007 Confirmed Print Review
servic
Residential living allowance and management 05/2007 06/2007 Confirmed Print Review
servic
Residential living allowance and management 06/2007 07/2007 Confirmed Print Review
servic
Residential living allowance and management 07/2007 08/2007 Confirmed Print Review
servic
Residential living allowance and management 07/2007 09/2007 Confirmed Print Review
servic
Residential living allowance and management 08/2007 10/2007 Confirmed Print Review
servic

You can sort the information in the Claim, Service Month, and Billing Month
columns by selecting a column name. You can also select one of the following links:

Print To print a copy of a submitted claim’s review
Review To review a claim that has already been submitted

Latest Revision:
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3.1.3 Searching for a Claim

You can use the search fields in the box above each section to search for one or more
claims according to the parameters that you select or enter. The following illustration
shows the search fields for the Submitted Claims section:

Claim: | | Service Month |+ | | Service Year - | [Billing Month - | |Billing Year ~ | |al Stetus -]  Search |

To search for a claim, enter information in the Claim field or select a value from one
or more of the drop-down lists and select Search.

Selecting more than one value narrows the results of the search. For example, if you
select January from the Service Month drop-down list, the system returns all claims
with a January service month, regardless of the service year. If you select January
from the Service Month drop-down list and 2007 from the Service Year drop-down
list, the system returns only the claims from January 2007.

3.2 Creating a New Claim
Use the following illustrated procedure to create a new claim.

1.

Select Create New Claim from the menu list to display the Create Claim window. The
following illustration shows an example of the Create Claim window:

Create Claim

Claims Description: |

Service Month: IME'_-,-' 2007 vI

Enter a description for the claim in the Claims Description field.

Select the service month for which you are making a claim from the Service Month
drop-down list.

Latest Revision:
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4. Select Create. The Budgets window appears:

Budgets

Claim: Adams test claim 1

Service Month: Jun 2007
Budget # Start Date Stop Date Customer ID Mame
53015 07/01/2006 06/30/2007 6954 ?SE“E‘EEIEJ’ JOHN Selact
53925 02/01/2006 06/30/2007 6770 LITTLE, GREG H Select
50595 09/01/2006 06/20/2007 10722 MISCH, GRETCHEM M Select
B0400 09/01/2006 06/30/2007 21329 GARZA, CHRISTIMA Select
61056 09/01/2006 06/30/2007 9453 ?IGHTING’E"—E’ KEVIN © colaet
67527 01/01/2007 06/20/2007 111149 MACHLURA, TARA K Select
70770 02/01/2007 06/30/2007 = 9832 0N, RICK ADAM Select
71021 02/01/2007 06/30/2007 = 9548 MYERS, STEWEMN R Select
71040 03/01/2007 06/30/2007 | 8364 CAMPBELL, JUSTIMN Select

MORGAN, ROBERT

72088 03/01/2007 06/30/2007 9136 e Select
72854 04/01/2007 06/30/2007 | B6977 LEVINE, ERICA, Select
72913 04/01/2007 06/30/2007 | 7725 BYROM, SARAH Select
73153 04/01/2007 06/20/2007 = 46533 FOX, KENDRA MARIE  Select
73157 04/01/2007 06/30/2007 | 6777 NIUSSBALM, DAVID Select
73613 05/01/2007 06/20/2007 12875 STUART, CHARLES E  Select
75161 06,/01/2007 06/30/2007 10424 KLAHM, JAMES Select
75706 06,/01/2007 06/20/2007 = 9669 ROGEL, 10SHUA P Select|

The Budgets window displays a table of the submitted budgets for the month of service
of your claim. The Budget # and Name column headings contain a sort feature that you

can use to sort the data. Selecting Budget # sorts the data by budget number, and

selecting Name sorts the data by the consumer’s name. Selecting a column heading twice
toggles the table between ascending and descending order. (The table initially displays

the information by budget number in ascending order.)
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5. Click the Select link in the column to the right of a consumer’s name to select the first
budget for which you are creating the claim. The Budget Detail window appears:

Claim: Adams test claim 1

Service Month:  Aug 2007

Client: DIXON, RICHARD (6304)

Community Support FULL (78615) (7/1/2007 - 6/20/2008)

Budgeted Encumbered Available
$6,000.00 $449.95 $5,550.05
Units Rate/Unit Claimed
Transportation, Round Trip ($8.91 I— -
per Roundtrip) 10.00 8.91/Roundtrip $89.10
Community Based Sheltered I—
Employment Services 10.00 5.67/1 hour $56.70
Facility Based Sheltered Employment I—
Services 0.00 2.75/1 hour $0.00
Group Habilitation Training | 0.00 5.34/1 hour $0.00
Group Occupational Therapy I 0.00 5.04/1/4 hour $0.00
Group Speech Therapy I 5.50 4.24/1/4 hour $23.32
En_dmdual Habilitation Community IW 28.82/1 hour $0.00
irect
Individual Habilitation Facility Direct I 0.00 27.58/1 hour $0.00
Individual Occupational Therapy I 0.00 20.13/1/4 hour $0.00
Individual Speech Therapy | 10.00 16.97/1/4 hour $169.70
PreVocational Services I 0.00 1.20/1/4 hour $0.00
Supported Employment Follow-Along I—
e 0.00 36.95/Hour 30.00
Update |

The Budget Detail window displays a table of details for the budget you selected. The
table provides the following fields and columns of information:

Budgeted This field indicates the total budgeted amount available to the consumer.

Encumbered This field indicates the number of units currently held by the system for
this claim and other claims for the consumer.

Available This field indicates the remaining amount of budgeted funds that are
available to the consumer.

Units This column contains a field for each service that you can use to indicate
the number of units to include on this claim.

Rate/Unit This column displays the per unit hourly rate for each service.

Claimed This column displays the calculated amount for each service on the

claim.

6. Enter the units to include for each service on the claim in the Units column and select
Update. The system redisplays the Budgets window and changes the link next to the
budget you selected from Select to Edit.

Latest Revision:
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Tip
You can select the Edit link to return to the Budget Detail screen and change the claimed
amounts for a budget. Select Update to save the changes.

Repeat Step 5 and Step 6 for each budget to include on the claim.

Select Claims from the menu list on the left side of the Instructions page to return to the
Claims Tool screen. The new claim now appears in the Claims in Progress section. You
can use the Claims in Progress section to:

e Edit the claim by selecting the Edit link.

e Delete the claim without submitting it by selecting the Delete link.

e Preview the claim as a .PDF file by selecting the Preview link.

e Submit the claim by selecting the Submit link, which appears after you preview the

claim.

The following illustration shows a portion of the Claims Tool screen with a newly
created claim called Adams test claim 1 in the Claims in Progress section. Notice that a
Submit link does not appear for the claim, indicating that the claim has not been
previewed:

Claims in Progress Submitted Claims

Claims in Progress

Create Claim

Claim: | | service Menth = | | Service Year - | | Billing Month = | [Billing Year |  Search |
Claim Service Month Billing Month

adina Test 1 04/2007 01/2008 Edit Delete Preview
Kent's Test 06/2007 02/2008 Edit Delete Preview
Kent's Test 2 04/2007 02/2008 Edit Delete Preview
November 2007 FSSA 11/2007 11/2007 Edit Delete Preview
QOct (Gasper-BM) 2007 FSSA 10/2007 11/2007 Edit Delete Preview
testd3 05/2007 12/2007 Edit Delete Preview
Testing Refund Claim at Billing Code level 07/2007 12/2007 Edit Delete Preview

Latest Revision:
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3.3 Submitting a New Claim
Use the following illustrated procedure to submit a new claim:

1. Select the Preview link next to the claim in the Claims in Progress section of the
Claims Tool screen. Select Yes to display nonsecure items if the following dialog box
appears:

x

ri‘"l This page contains both secure and nonsecure

?. items.

Do you want to display the nonsecure tems?

Mo | More Info |

The system displays a PDF version of the claim for you to review. The following
illustration shows a portion of a claim in a PDF file:

3 https://ddrsprovide

in.gov - Claims

P Bisaveacoy =) 35 @ i) seerch

i

-essing - Claim Report

L) I oo || €

rosoft Internet Explorer

=T

Ll

State Of Indiana
Bureau of Developmental Disabilities Services
State Funding Claim Reimbursement Form

Detail Billing Sheet per billing code

*For Period: August 01, 2007 through  August 31, 2007

Provider Name: [IN-PACT, INC.

Provider iD: 1478

Billing Code: HO0046SEU10

BudgetiD ConsumerlD Consumer Name Service Type Units Rate Amount

78615 6304 RICHARD DIXON Transportation, Round Trip 10.00 $8.91 $89.10
(38.91 per Roundtrip)

78615 6304 RICHARD DIXON Community Based Sheltered 10.00 $5.67 $56.70
Employment Services

78615 6304 RICHARD DIXON Group Speech Therapy 5.50 $4.24 $23.32

78615 6304 RICHARD DIXON Individual Speech Therapy 10.00 $16.97 $169.70

[ comments “{_ Attachments

Total for Billing Code: HO046SEU10 $338.82

*Must be within the same calendar month

2. (Optional) Review the PDF file of the claim for accuracy. Close the PDF window by
selecting the X button in the upper right corner.

Latest Revision:
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Claims in Progress

Claim Service Month  Billing Month

2007 May (2) DDARS 05,/01/2007 06/01/2007 Edit Delete Preview Subrnit
2007, June DOARS 06012007 06012007 Edit Delete Frewview Suhmit
Adamns test claim 1 0s/01/2007 07/01/2007 Edit Delete Preview

Dong 05012007 07012007 Edit Delete Freview V]l
Dons May Claim 05012007 07012007 Edit Delete Freview Submit
Dons test 05012007 07f01f2007 Edit Delete Frewview

Dons test 0a5/01/2007 07/01/2007 Edit Delete Preview Submit

The following message appears:

4. Select Claims from the menu list to return to the Claims Tool screen. Notice that the

r— Claim Submitted

Neither the submission of this claim nor the assignment of a claim number implies or in any
way constitutes approval of this claim.

The claim _Adams test claim 1 has been successfully submitted to the Bureau of
Developmental Disabilities Services (BDDS), Division of Disability and Rehabilitative Services
(DDRS) Central Office. The claim number is 5431 . Please reference this number on any
correspondence about this claim.

This is only confirmation that the claim was successfully submitted to the Bureau of
Developmental Disabilities (BDDS). You will be informed of the status of this claim when
payment for it is made from the State Auditor’s office.

Do not forget to save this claim on your computer and/or print out a hardcopy of it for
your files.

system moved the claim from the Claims in Progress section to the Submitted Claims

section.

You can use the Submitted Claims section to:

e Print the claim by selecting the Print link.
e Review a .PDF document of the claim by selecting the Review link.

Important

No further changes can be made to a claim after you have submitted it.
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